How to Create and Submit a Statutory Report

2k Find the Campaign ToolBox software icon on your desktop. Double-click the

el left mouse button. This screen should appear ...
Campaign ToolBox.Ink

Campaign ToolBox - Filer # 12345 for Election date 11/04/2003

=% Welcome to Campaign ToolBox - Kentucky

Click once on the button labeled “Create
The current database file is C:\Program Files\CTBE Y test data for 2003 general mdb . Statuto ry Reports" i

If you would ike to use a different databasze file, close this form then click on File |
Open, or click on the 'Initial program setup’ button to set up a new database file.

“ersion 2.4.5

Initial Program Setup | Create Statutory Reports |

Enter Contributions | Demographic / Supporker |

Enter Expenses | | Clage this form |

Thiz opening form contains shortcuts for commonly used operations. These operations
can also be reached through the menu items.

Copyright € 2005 Adjutant Software - http: /v, adjutant. com

The next window that will pop up on your screen will be ...

Important note

It is important that you check ko see that you are using the latest version of this program before creating a report for submission to KREF, This wil
! assure that any last-minute changes are included in your report.

If you have not already checked within one day of preparing vour report, please dose the Report Form, click on "Inkernet”, then select "Go to Update
web page”. While this is nat required, it is highly recommended if possible. You will need to have an open Internet connection to da this.

After reading the important note window, click on the “OK” button.



Now the following Statutory Reports box should be on your screen ... This is where to begin
producing the financial statement for the Registry.

“ Campaign ToolBox - Filer # 12345 for Election date 11/04/2003 (2 |[E][X]

¥ Statutory Reporis

32-047 PRE

15 DAY PRE

30 DAY POST

60 DAY POST

ANNUAL

QUARTERLY, JAN-MAR

|06/02/2003  |09/30/2003 Election Type

Start Date End Date  Primary " Runcff

* General " Special
|05/05/2003  [11/04/2003 " Unexpired

Due date Election date

[06/22/2005 [~ Amendment Prepare Statutory report |

Skt [™ Termination Electronic Filing | Cancel |

L 4

Select the appropriate report type you need to prepare by placing your cursor (which will appear
as a red arrow in our examples) on the report you want to produce and click the left mouse button
once. The report will then be highlighted in blue as shown in the next example ...

“~* Campaign ToolBox - Filer # 12345 for Election date 11/0472003 [ |[B][X]

=¥ Statutory Reporis

QUARTERLY, JAN-MAR

|05/02/2003  |09/30/2003 Election Type

Start Date End Date  Primary o EumeT

& General " Special
|E|5."|35f’2E||:|3 |11JD4H2EIEI3 " Unexpired

Due date Election date

|—E|Ef'22a‘2EIE|5 [~ Amendment Prepare Statutorny report I
Signed date

™ Temination Electionic Filing | Cancel |

e

To enter the Start and End dates of the report, press the “tab” key on your keyboard. This will
place your blinking cursor at the beginning of the start date. If there is a date in this field, you may
clear it out by pressing the “delete” key. Key in the start date of the particular report you are
working on.



If this is your first electronic report, the start date is the day you opened your bank account. If this
is not your first financial report, the start date will be the day immediately following the end date of
the previous report. For example, if your first report started on 01/15/2003 and the end date of
that report was 04/20/2003, the next report start date would be 04/21/2003.

Press the “tab” key on your keyboard. This will place your blinking cursor at the beginning of the
end date. If there is a date in this field, you may clear it out by pressing the “delete” key. Key in
the end date of the particular report you are working on.

We would like to suggest using the “Report Due Date” as the ending date of your report. That
way, you will always know when to “close the books”. Then you will have a 5 business day grace
period in which to prepare your report and submit it to the Registry and the County Clerk’s office in
which the candidate resides. Be sure to keep a copy of the report for your own records.

Press the “tab” key on your keyboard. This will place your blinking cursor at the beginning of the
“Due Date” field. If there is a date in this field, you may clear it out by pressing the “delete”. Key
in the report due date for the report you are building.

Due dates can be found on the Registry’s web site at www.kref.ky.gov, on page 71 of the 2005
edition of the Candidate Guide to Campaign Finance, or you may contact an administrator or
auditor at the offices of the Registry for the information. Phone number 502-573-2226.

“~* Campaign ToolBox - Filer # 12345 for Election date 11/04/2.... [= |[B][X]

=¥ Statutory Reports

32-D& PRE
15 D&Y PRE
30 D&Y POST
B0 DAY POST

AMMNLAL
QUARTERLY, JAN-MaR 141
|01A15/2003  |04/20/2003 Election Type

Start Date End Date ™ Primany ™ Runaff

i+ General " Special
" Unexpired

[10/03/2003 |

Due date

62202005 [ Amendment Prepare Statutory repart
Signed date

[ Termination Cancel



http://www.kref.ky.gov/

If this particular report is an amendment or termination report, place your mouse cursor on the
appropriate word and click the left mouse button once. This will make a check mark in the box
immediately to the left of your choice. You will only check the “Termination” box if this is your last
report, you are closing out your bank account, and your ending balance is zero.

Select the correct “Election Type” by placing your cursor on the corresponding word and clicking
once with the left mouse button.

Click on the “Prepare Statutory Report” button to start compiling information for your financial
report.

NOTE: You may run the report as many times as you need before actually submitting it to the
Registry, This is very helpful in double-checking yourself on data entry. As long as you have not
sent the report, you may make any changes or deletions as necessary. Correcting errors after the
report has been submitted will be discussed later in this information.

Report Confirmation |§|

'*j Please confirm the Following information:
-

Election Type = General

Report = 32-DAY PRE Confirm you have selected the correct Election and report by
Criginal Repott (Mok an amended report) C||Ck|ng on the “YES” button.

Is this information correct?

A box will appear on your screen requesting the “Balance from prior election”. This is used when
you are preparing your first report under a new filer number. If you had a surplus from your last
election for the same office, enter that ending balance in this field by simply typing in the amount.
Click on the “OK” button.

Balance from prior elections g|

Enter the amount of any fundz carried fonsard from any 0k
previous campaighs that ARE MOT recorded in thiz -

current database file. Thig should only need to be Bemad]
entered one time when creating the first repart using this
databaze file.

Clicking "Cancel" or entering anwthing other than a walid
number tells the program to uze what was onginally
zhown in thiz field,

[0.03




If the “Balance carried forward” is not correct, please press the “Delete” key — the figure will be
erased from the field. Enter the correct amount. Click on the “OK” button.

Balance carried forward ri|
The calculated balance camied fonward from 0K
05/21/2001 to 05/28/2003 iz $48973.47 -
Thiz is the balance camied forward [entered in previous
ztep] plus contributions [not in-kind] minus disbursements ﬂ
in this database file.

Change if needed or click OF to accept.

Please check the Flagged Items Reports for possible errors. You will be notified of any possible
problems and a report will be displayed. Note that these are possible problems; they are quite
often not a real problem, but items that need to be looked at and verified.

=¥ Print report

Flagged Items Report
04/06/2006 - 11:47 AW

Fecord checking is thehoded a5 o cormenderce dem. b ic not o atbetine for persoralle che diing data. The persm signing the e port i
soleby responeible for ite acamacy. Becaice sn e appe ars on fhis report does vt pec escaribe rrean that it i feorme ot Tt adicate s that
it is arexception to whiat ic nonnalby expected ard moast be revieve d and werified as come ctbef are creating the fhaleport.

To locate flagzed teme that hawe 3" Trans D" choam, go to the data srdryefonm for example, Cordritngtione), then ¢ ek on fhe meron
tern " Search®, Ebter the ID romyber, and select fhe sppropriste £ield if or e sample, ContribID), to find the record

TrarslD RECED TS

2 02012006 - Ocoupation missing for hudividual

2 02012006 - Brployermissingfor rdividml

4 (2042006 - O opation wiseirg for fulividul
DISEURSEMENTS

2 02/052006 - Dcoupation msing for ndividual (anomt = §25).

Close the Print Report window when finished.



Please read the Operation Completed window and note that the electronic file has been generated
and Click on the “OK” button.

Operation completed

The Zip file C:\KREFYEFILEY1565610_200604061147 zip has been successfully created. This file should now be transferred to KREF by clicking on the

"Electronic Filing" button after the reports are closed, and Following the instructions,

Print the financial report by clicking on the printer icon in the Print Report window. Click on OK to
print. You may create an Optional PDF by clicking on Convert to PDF (on the menu bar). Then,
choose the file destination and click on save.

=¥ Print report

Summary Page

Firct Fame Last Thme
TEET

afiepnare cedhiing
address e 1 Cify, BV 406801
5T

01012500

eIty rare
caudidute's conwyr of Tesidree goes thic field
Treaaxer's Hame

addess e 1 City, BV 40502
028502706

Z2DAYIRE
111 52005 to 041472006
Electim Date : 05162006

Filer [T 15G210
Capadidate ID: 22640

In-Kind Contributione
4. b-bind conriationerecedred | S chedulk 1
db. Fekoind coribatiors receired, PAC (Scdedak 1E)

4 Tebdnd commibatinnerecedred, Beec . Comm (3ched. 1C)
44 Frebied copiriatioze receired, Conrgs Conm (Scded 1D

Déb s and ChBgations
5. Total Debts and b ligatiare (Schecink 4

Balatwe Staiement

6. Endigbalarce of het report

7. T okal am ot Tece dred durig rapatigpeariod
8. 5ub-Toml

9. Total am ot didnmreed dimirg Tepont dyzperind
1n. ENDING BALANCE

1. Verification: | cerify that | have examined this Election Finance Statement and to the best of my knowdedge and

belief it is true, correct and complete.

TEANEr: sknat g




Close the Print Report Window. You will see this box on your screen ...

=% Statutory Reports

32-DA% PRE 2
15 D&y PRE 3 3
30 DayY POST 4

60 D&y POST 5 D
AMMUAL 10

QUARTERLY, JAN-MAR 141 )

= =L (N L= DO s

= O

(114152005 [04/14/2006 Election Type
Start Date End Date i & B

" General " Special
(04142008 | " Unexpired

[ue date

040672006 [ Amendment |

Signeddate = Tamination Electronic Filing | Cancel |

Notice that the “Prepare Statutory report” button is disabled now.

Electronic Filing

. “ .
9@, To submit your electronic filing data file to KREF, vou must either create a Floppy disk with the data file OR upload the file to the KREF web site, IF vou Cl ICk On the EIeCtron I C
\,_-/ have Internet access on this computer, you should upload your File unless there is a problem with the system that prevents you from doing sa. Flll ng” b utton ThlS IS the

next box you will see ...

‘Would you like to upload your electronic Filing data file naw? If you select "Ma", then you will be prompted for a Floppy disk.

No Cancel

Click on the “Yes” button if you want to upload your data through the web. Click on the “No”
button if you would rather save to a floppy disk.

If you click on “No”, you will be given prompts on what to do next.

The next box will contain a reminder about your Internet connection ...

KREF Efile Upload web page

‘fou must either have an open Internet connection or have your browser set to automatically connect in order to continue,

Any questions regarding file transfer should be directed ta KREF, Adjutant Software does not provide technical support For the KREF file transfer system,

Cancel

Make sure you have an open Internet connection, and then click on the “OK” button.



You will then be taken to the KREF Electronic Filing User identification page. Enter your User ID
that was issued to you by the Registry. Enter your Password. Click on the “Login” button.

a KREF Electronic Filing - Microsoft Internet Explorer

_iol x|
J File Edit View Favorites Tools  Help

C
L
N » — S . —
J O Back - -_\_) - |ﬂ @ ,_Ij ‘ /.j Search “5:( Favarites ﬁ‘} | - “*'f
J Address I@ hitkpe: f e kref state by usikref efile /KREF_Login. &SP j =)
e c = -
Tha Cificlai State Government web Site
”Km“migov of the Conmban\\aa th of Kemtucky _I

Sarah M. Jackson, Executive Director

Kentucky Registry of Election Finance

User Identification

Please remember the User ID and Password 15 case sensitive

User ID: I

Password: I

Clear |

This application workes best with Internet Explorer

Kentucky Registry of Election Finance
140 Walnut Street
Frankfort, Kentucky 40601
Phone: 502.573.2226 FAX: 5025735622
Regular Hours of Operation: 8:00 am - 4:30 pm

To return to the Registry's Main Page, Click Here

|@ Done

l_ l_ I_ I_ l_ |ﬂ Internet

N | B




You will then be on the “User Menu Options” page

j KREF Electronic Filing - Microsoft Internet Explorer

. Click on the “Send Electronic File” link.

~1olx|

J File Edit Wiew Favorites Tools  Help

| r
u

J @Back - \J - |ﬂ @ :\J ‘ /.-)Search ‘\j“\'\/ Favorites QE | = \f

J Address Iﬁj htkpffwvon. kref  state. ky usfkrefefile [KREF _ActionLogin. asp

jGn

Kentucky Registry of Election Finance

User Menu Options

Files Eeceived Report
Change Password

Send Electroric File

After submitting your repott, you thay recefve a “Congratulations” page ot a page
that states the “Transaction Failed” If you received a “Transaction Falled” page, it
should give you the reason for the failed subsrission.

I you do not recewe either one of those pages, chick on the Files Recewed
Eeport. This will show wou your attempts to submit your electromc data file. In
the “Transmit Complete” colummn, you will see a “Tes™ or “Mo” mdicating if the
File was successfully transmitted to the Registry

Youmay also check your email. If you have entered a valid email address mto
your software setup, you should recetve an email confirmation of successful file
submmission or a trouble report indicating the fle was not transmitted to the

Eegistry

Please contact the Registry for assistance if you don’t receive information from at
least one of the notification methods described above.

Chck Here to Log Out of System

-
GED T —

This will take you to the KYREF Electronic File Submission Center — Online Filing Form.




Click on the “Browse” button.

; KYREF Electronic Filing Center - Microsoft Internet Explorer

=10l x|

J File Edit Wiews Faworites Tools  Help

Iy

- L] -'\I _,'-'._ : %
J OBack - \_) - |ﬂ |EL| _lj ‘ /- ! Search ‘*i;,\f:’ Favorites @{

- e JLinks ?

| @ -

Kentucky-"a;_ The Gl State Government web site
Hiel bbb -9 of the Commanwealth of Kentucky

Sarah M. Jackson, Executive Director

Kentucky Registry of Election Finance

EREF Flectronic File Submission Center

Online Filing Form
Please browse to C:'KREFEFILE to locate the data fle vou wish to subaut.

Mote: I you need assistance in finding your data file,
you tmay locate instructions at the following link::
How to locate vour data file

[T Transmit the file(s) even f warnings exist

ITOTE: You must be using version 2.4. 1 or greater of Campaign ToolBox. ™
This application worlts best with Internet Explorer

€l

l_ ’— l_ I_ l_ |h.J Local inkranet

| EX




Click onthe “ ¥ “ at the end of the “Look in:" field.

21|

My’ Documents
f Iy Computer
M 1y Metwork Places

tdy [ oo

-
ty Computer

KN i

File narme: || ;I Open I
Files of tpe: [ & Files [~7) =1 Cancel

Select “Local Disk (C:)” by clicking on it once.

Look in: @ Desktop j & EB-
My Recent D'ocuments
Desklop F
(53 My Documents
a My Computer F

My Documents

-
.
My Computer

|

j Open I
TFlies or pe: | &I Files 7 - 'l Cancel |
7




Select the “"KREF” folder by clicking on it once, then click on the “Open” button.

Choose file 2|
Look it | < LocalDisk ) | By

| Jabdc
@cdef

ents and Settings
I OKREF

m Files
Sirstu

| vwxyz
|- WINDOWS

My Docurments

o
i
My Computer

~
File name: | j Open >

Files of type: |A|| Fies ] - Cancel

Select the “EFILE” folder by clicking on it once, then click on the “Open” button.

Lack in: | (5 KREF x| « & ckE-

File name: I j Open

Files of lype: IAlI Files ") j




Select the data file (filer#_yyyymmddhhmm followed by “.zip”) by clicking on it once, then click on
the “Open” button.

Choose file 2] x|

Look it | ) EFIL ~| & ® ek E-

e —
File pame: [12345_200804262001 2ip =]
R ——

Files of type: IAII Filez [%%] = Cancel |
z

Click on the “Submit” button.

2 KYREF Electronic Filing Center - Microsoft Internet Explorer 1o =|

J File Edit Wiew Favorites Tools Help | o

L
[ Qe - © - [] [ 8] (D] Psown forovomes @] (13- |Jis | @ -

-

The Cificlal Srate Government wWeb Site
of the Commonwealth of Kentucky

Sarah M. Jackson, Executive Direcior

Kentucky Registry of Election Finance

FRFF Flectronic File Submission Center

Online Filing Form
Please browse to C:'KREFEFILE to locate the data file you wish to subtmt.

Mote: If you need assistance i finding your data file,
you may locate mstructions at the following link:
How to locate your data file

C:\KREF\EFILE\12345_200604262001. | grause., |

[T Transmit the file(s) even if warnings exist
N

HWOTE: Youmust be using version 2.4.1 or greater of Campaign ToolBex ™
This application workes best with Internet Esplorer

|@ '— l_ l_ l_ l_ |\:J Local intranet &




When your file has been successfully processed, you will receive the “Congratulations!” page.
Please print this screen for your records.

That message may look something like this ...

23 KREF. EFILE Result Page - Microsoft Internet Explorer

© File Edit View Favorites Tools Help ,'
G Back ~ () |ﬂ @ _;\] /'__‘J search ‘:','1'\'( Favarites @‘3 < - .,_’;
: Address |ﬁj htkp: ffw kref stake by usfkrefefileiKREF_SendEfiles.asp: V| Go |ilnks ™ i @ -
Y
T = i £ =
Kentucky:gov [T nisti a1
Walidating Files.
Please Wait. ..
Congratulations!
all Files Successfully Validated and Transferred to the Registry.
12345 _200604262001.zip
*EERS 121.180 requires you to file a signed paper origmal of this report with the *
*Fegistry of Election Finance and a copy with vour County Clerke, *
* Failure to timely file the paper wersions of this electronic transmmission
may result in fines or other penalties *
Please prmt this screen for your records
If there are only warnings isted abowe | you can retumn to the mamn menu to re submit
the file.
Click here to return to the main menu,
b
&) Done & Internet




The error message may look something like this ...

3 KREF EFILE Result Page - Microsoft Internet Explorer E@E|
T

© File Edit View Favorites Tools Help "

- - L] — n
3 = Y ':I : \ ) o i £} >
O Back. ? ) x| & g P Seatch 7. Favorites {f =

| Address | sprsession—{E151941 A-E995-4775-BD0F-B5537ASETERA} v Go |ilrks P i @y~

o The Cificlzd Smte Government Web Site
El-_“:kyrgov of the Commenwaalth of Kentucky
Walidating Files.

Please Wait. ..

Electronic Transfer Process Failed.

Mo file(s) were accepted due to the following validation error(s):

Extract File Name(s) are different than Zip File Name
987654_200602151158 zip

Ifthere are only warnings listed abowe | you can retumn to the mamn menu to re submit
the file.

Click here to return to the main menu.

Kentucky Registry of Election Finance
140 Walnut Street
Frankfort, Kentucky 40601
Phone: 502.573.2226 FAx; 502.573.5622
Regular Hours of Operation: 8:00 arm - 4:30 pm

To return to the Registry's Main Page, Click Here

éj hitbp: e Jydirect. nekf & Internst

If you receive an error or warning message, please go back to Campaign ToolBox™ to correct the
error. Exit the statutory report process back to the gray screen. Open the report process again,
and make your corrections. Create your report again. Resubmit the report via the Internet site.

Close your Internet browser window.

Close the Campaign Toolbox™ application.

Mail or hand deliver the hard copy report (paper copy) to the Registry*. The paper copy of your
report with a handwritten signature is the “official copy” of your data. Remember to also file a hard

copy of the report with the County Clerk’s Office in the county of the candidate’s residence.

*If you have created a diskette, mail it along with the paper copy of the financial report to the
Registry.



